












“Coming together is a beginning, 
Keeping together is progress, 
W orking together is success.” 


by Henry Ford 








is the new IBM Electric 


Excitingly new on the outside, with its smart new Sculptured Look—dramatically new on the inside, with its 28 engineering 
achievements—this is the new IBM Electric! You'll be delighted with the alive, eager response of the individually adjustable 


keyboard. And your boss will be proud of the crisp, distinguished look of his letters. In styling, in productivity, in perform- 


ance, this—is the most beautiful, most efficient typewriter ever made! a I a Mm 
® 
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That may sound like a boast. It’s not. 
There’s a simple reason. You have to know 
how to make a typewriter before you 
can make an electric typewriter—and the 
Royal people have made more typewriters 
for more years now than anybody else. 

Here are a few natural results of this 
old-line-craftsman experience: 

Royal Electrics have exclusive features 
that come from years of knowledge of the 
needs of both the people who type and 
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u YAL 
Product of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters 









the people who dictate. Example: easy 
interchangeability of carbon and fabric 
ribbons at no extra charge. No other elec- 
tric gives you that. 

Royal electrics are remarkably free from 
money-wasting breakdowns. 

If you’re in the market for a typewriter, 
look into Royal. It’ll take about fifteen 
minutes of your time, but it could make a 
whole lot of difference to both your secre- 
tary and yourself. 
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«... Every Man a Debtor 


to His Profession ac oa It 


@ “...So ought they of duty to endeavour themselves 
by way of amends to be a helpful and ornament there- 
unto.” Membership in an organization of your chosen 
profession would be one of the first steps of assuming 
this responsibility. 

To us, NSA is a ready-made answer to the secretary 
who desires to repay her debt to her profession. What 
better way to liquidate a debt than to use that popular 
American Plan—installment payments. The first in- 
stallment could be active, participating membership in 
our organization, but not every qualified secretary 
has the opportunity to become a member of our Asso- 
ciation. 

Here’s where we help pay our obligation to our 
profession by providing this opportunity to all qualified 
secretaries in our community to derive the benefits of 
membership in NSA. Some chapters set aside a month 
each year for membership concentration. During this 
month, they have their annual orientation program for 
prospective, new, and old members; they have a special 
social event for prospective members. Although mem- 
bership is always their objective, they like to honor the 
qualified secretaries in their community by alerting 
them to the many benefits of NSA, and emphasizing 
the contributions that can be made to the secretarial 
profession through membership in our Association. 

If we fail to make this opportunity available to 
other secretaries, we are not elevating the standards of 
our profession. After we have interested the secretary 
and she has become one of us, do we let her become a 
member of the audience and watch the seasoned 
actresses perform? When she became a member, she 
had visions of attaining some of our enthusiasm, friend- 
ship, and perhaps, courage; but as long as she is denied 
the privilege to contribute, she is stymied and soon 
becomes disinterested and finds other methods to 
utilize her time and talents. 

We should give all members the TLC treatment 
(tender, loving care), but most especially the newest 
members. That feeling of being wanted and needed 
must be present to have a good contributing member. 
Delegate responsibility and then build with it faith in 
our organization, interest in the job to be done, and 
you will realize the understanding that is essential to 
accomplish the outstanding program NSA offers to the 
secretarial profession. Give all members an assignment 
of their choice and give chairmen and members the 
opportunity to initiate new ideas, their ideas. When 
the job is done, tell them of your appreciation—don’t 
whisper—lIct everyone know. We all like to be com- 
plimented when we achieve success. 

Let us write the first installment check now on our 
professional debt through active work on the increase 
in membership both in chapter and division, and we 
will “be a help and ornament thereunto.” 
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ELECT. RAMATIE. ... the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone GMUGIEG —-Keawel 
through years of research, taking advantage of their vast knowledge and 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 


has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 
Panama-Beaver’s only business has been, is, and always will be to develop and MANIFOLD SUPPLIES CO. 
produce superior carbon papers and inked ribbons for all business machines. 


Do yourself a favor—try “SELECTRAMATIC.” 
Call your Panama-Beaver man, always a live wire! 
ALWAYS SEND A “TIMESAVER” COURTESY CARBON COPY 


Brooklyn, New York 








@ The new officers of the Institute 
elected at the annual meeting in Sep- 
tember were George A. Wagoner, 
dean; Mildred Shott, assistant dean; 
Katherine Nowell, secretary. 


During the year many questions 
have been referred to me about the 
CPS program: 


Must a candidate who passes one 
section on the first attempt retake all 
the remaining sections at one time? 
This decision is the choice of the 
candidate. She may take all the re- 
maining sections at one time or dis- 
tribute them over the four more years 
allowed to complete the examination. 
Experience has shown that secre- 
taries passing fewer than three sec- 
tions do better by distributing their 
remaining sections over the following 
two or three years. In this way more 
time can be given to study before 
retaking the sections needed. 


If I fail all the sections on the first 
attempt, should I keep trying or quit? 
This question is like “Should I keep 
learning, or quit?” Any secretary 
who wants to continue her profes- 
sional development can use the CPS 
examination as a measurement of her 
progress toward the ultimate goal of 
certification. During the past six 
years in which I have observed the 
CPS program, I believe those who 
have failed and retaken the examina- 
tion the most have been the ones who 
have benefited most from the pro- 
gram. These secretaries have shown 
continuous professional development, 
which has benefited them on their 
jobs. My personal advice to those 
who fail all sections in the middle or 
lower third on the first attempt is to 
plan a two-year study program be- 
fore retaking the entire examination. 
Those who were in the upper third 
on most sections are encouraged to 
retake the entire examination the 
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by George A. Wagoner 


Dean of the Institute for Certifying Secretaries 


following year instead of distributing 
their remaining retake opportunities. 
Retaking the entire examination 
starts a new five-year time limit and 
permits two more retakes on each 
section within that period. 

Why do some secretaries with 
many years of experience fail part or 
all the examination on the first at- 
tempt? To become certified, a secre- 
tary must do two things: (1) present 
an acceptable combination of educa- 
tion and verified satisfactory secre- 
tarial experience, and (2) pass the 
six sections of the CPS examination 
subject to the regulations for that 
examination. These two elements are 
considered separately. The first is 
considered by the Qualifications 
Committee. Credit is given for all 
satisfactory secretarial experience 
that can be verified. The committee 
works hard to give credit; they do 
not like to reject applicants. We must 
remember, however, each report on 
experience applies to a particular job 
and is in no way an indication of the 
ability to perform on any other job. 
No evaluation is made as to whether 
each year of experience was “practi- 
cal.” Maybe the secretary was per- 
forming the same duties in the same 
way with little or no broadening of 
knowledge or improvement of skills. 
It is like the old story of the person 
who had one year of experience 20 
times instead of 20 years of expe- 
rience. If a person has really bene- 
fited from the experience, it should 
show up in the examination results. 

The second requirement of the 
examination itself is handled by dif- 
ferent committees of the Institute— 
the Test Construction and Research 
Committees. These committees do 
not look at the experience record, but 
base all judgments on performance 
on the examination. A secretary who 
has not had recent or broad expe- 


Certified Professional Secretary 


rience might well be below the pass- 
ing mark on any or all sections of the 
examination on the first attempt. 
Many secretaries who have worked 
for the same company for years have 
become more and more specialized 
from year to year. Their knowledge 
and experience have been narrow. 
This trend does not lead toward pro- 
fessionalism. Breadth of background 
and maintenance of skills are neces- 
sary. Some secretaries have used the 
examination for diagnostic purposes 
—to determine whether they have be- 
come overspecialized to the sacrifice 
of breadth. They want to protect 
themselves for change of jobs now or 
in later years in case something 
should happen to the present job. 

Is a certain percentage passed each 
year? The Institute makes no effort 
to pass a certain number or fail a 
certain number on each section. The 
level of difficulty of each section is 
maintained as far as possible from 
year to year with a mark of 70 per 
cent always a passing mark. On oc- 
casions the passing mark has been 
dropped a few percentage points if 
the analysis of one section indicated 
a little greater difficulty level than 
the previous year’s examination. The 
percentage passing various sections 
has varied from 27 to 70 per cent 
in recent years. 

How many attempts are usually 
required to pass all sections? The 
number of attempts depends entirely 
on the individual. About 10 per cent 
of the secretaries taking the exami- 
nation for the first time have passed 
all sections. The majority have taken 
some sections two or three times in 
order to complete certification. In 
fact, almost half of the secretaries 
who have attempted the examination 
two or more times have completed 
certification. 
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ACCO BINDS PAPERS IN SECONDS — 










| ACCOGRIP® holds together business or personal papers, work sheets, photos, artwork. No marring. You insert or remove sheets instantly. 


ONE FINGER DOES IT! 


e press to open e press to close 












SURE GRIP. Test it yourself! Accogrip has HOW MANY USES have you for Accogrip? NEW! Revolutionary mechanism. Closed- 
4” capacity —yet holds even one sheet Ideal for reports, letters, records, blue- back design. Genuine pressboard cover — 
securely. Contents stay put until you prints, catalogs, photos, sheet music. firm, flexible, long-lasting. Red, black, 
release spring-action grip. eeps material on hand, intact, in order. grey, green or blue. Letter or legal size. 


50 YEARS of leadership in binder design and filing systems ® 
precede Accogrip. Now at office outfitters everywhere. Or write: AC COG ad q a 
ACCO PRODUCTS, Division of Natser Corporation; Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto. ACCO PUNCHLESS BINDER 
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W@ It has been said that most of us 
achieve only a portion of our poten- 
tial. We possess latent capabilities 
which need only to be developed. 
That extra degree of effort must be 
expended if we are to broaden our 
horizons. Each of us lives within his 
own intellectual environment. Or, to 
put it another way, each of us pos- 
sesses a span of knowledge, narrower 
or wider as the case may be. Re- 
gardless of how wide the span of 
knowledge, there is always an area 
totally unknown to us. The desire to 
penetrate that dark space will lead 
us toward broader horizons if we will 
supplement our desire with the posi- 
tive ingredient called action. 

A good starting point might be 
an interrogation session with regard 
to our performance on the job. Are 
we learning from our daily expe- 
rience so future performance will 
improve? Have we done anything in 
the last year to increase our useful- 
ness to our employers? Are we in 
any way making a contribution be- 
yond the call of duty so as to grow 
both as employees and as persons? 
For some of us a step in the right 
direction might be study for the 
Certified Professional Secretary ex- 
amination; for others it might be an 
adult education course; for some it 
might be learning more about our 
companies; and for still others it 
might be finding newer, better, and 
shorter ways of doing our daily work. 
The possibilities are without number. 

We learn something from every 
person we meet. If we are not in 
accord with their ideas, let us sin- 
cerely attempt to understand, even 
if we cannot agree. We may even see 
an interesting facet of some person- 
ality which has hitherto escaped us. 
The other person may have much to 
say from which we can benefit if we 
will only develop the art of listening 
to him. 
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by Agnes E. Carlson 


BROADER HORIZONS 


Chairman, International Education Committee 


Recently, a friend who had no in- 
terest whatever in antiques had occa- 
sion to spend several hours in an 
antique shop with fellow vacationers. 
During this time she listened to the 
conversations which took place with 
the shop owner. Naturally, her re- 
ward was a better understanding of 
the world of antiques and an apprec- 
iation of some of the qualities of 
real antiques. While she has not 
become an avid collector of antiques, 
she has broadened her views and 
gained an awareness in a new area of 
knowledge. 

A few simple examples of compari- 
son will give us an idea how some 
persons broaden their horizons while 
others live within narrow confines. 
One housewife may view a stack of 
after-dinner dishes as an unpleasant 
chore while another may view the 
same stack of dishes as an oppor- 
tunity to be of service to her family. 
One person may look at a proposed 
chairmanship as work which creates 
a burden while another may look at 
the offer as a challenge, a means of 
serving others, and an opportunity 
to learn. Obviously, the latter person 
in each case will attain broader 
horizons. 


Our hours of leisure present won- 
derful possibilities to enrich our lives 
if we will choose carefully how we 
spend them. Many things which are 
interesting and offer great enjoyment 
can also be described as worthwhile. 
Time will not permit many of us to 
embark upon an extensive reading 
program, but with realistic budgeting 
of available time, most of us can 
read a minimum of two books a year. 
The type of literature we choose will 
depend upon our individual tastes— 
we can choose from the biographies 
of great people and take heed of the 
qualities which made them success- 


ful, or we can choose from the great 
novels of the world. Should we 
happen to decide upon Dicken’s 
“David Copperfield,” let us dwell 
with some of the characters long 
enough to become _ acquainted. 
Some of them will create the medi- 
cine of laughter for us, while others 
will provide serious food for thought 
if we really think about them as we 
read. 

As another step, let us consider 
learning from disappointment or 
from an adverse situation. Here 
again, our horizons will broaden if 
we are determined to learn from such 
situations rather than allow them to 
conquer us. 

We can render service to our pro- 
fession by being active members of 
our chapters. Whether we serve as 
members of committees or as chair- 
men, if we give that extra measure of 
devotion and serve not only with our 
hands but with our hearts, we cannot 
help but develop broader horizons. 

How much of this wonderful world 
do we see? Let us strive to see be- 
yond the surface—the beauty in the 
plain flower or the. beauty of a fine 
character behind a plain face. 

How much do we hear? Let us 
strive for a fuller and better under- 
standing of others by developing the 
art of being good listeners. 

In broadening our horizons, we 
cannot learn it all. Each of us has 
the capacity to assimilate only a 
certain amount of knowledge, beyond 
which we depend upon experts for 
their specialized knowledge. On the 
other hand, we will enrich our lives, 
as well as those of others, if we main- 
tain an alert interest in the ordinary, 
little things of daily life and expend 
that extra measure of effort which 
often spells promotion, success, hap- 
piness, or a new friend. 
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Before you decide, be sure you've tried the new 
Smith-Corona Secretarial, the only office type- 
writer with lighter, livelier accelerator action! 


Py " e 
Call our eal Smith Corona Smith-Corona 





OF COURSE, 
WE LISTEN TO OUR SECRETARIES 


by Don Ross, Director of Purchases, The Vendo Company 


@ Recently I read an article in a 
purchasing Magazine authored by a 
New. York public relations man who 
said he had run “a vast survey” of 
13.purchasing agents, to’see if they 
let secretaries influence their..com- 
pany purchases. He said most of 
them contended they did not. 


Now, I have not run a vast survey 
lately, but through the years I have 
learned to know a number of pur- 
chasing agents from large and small 
companies all over the country. 
Occasionally I run across one who 
maintains emphatically that no one 
is going to dictate what he is to 
buy. “I’m the purchasing agent, 
and I make the decisions,” is his 
attitude. 


He is right about his making the 
decisions. That is the purchasing 
agent’s job. But he is dead wrong 
if he thinks those decisions are not 
based, at least in part, on the opin- 
ions of others. 


It is my feeling, from talking 
with them, that most purchasing 
agents function much as I do, with 
the same objectives in mind. 

At Vendo we feel the people who 
work here are very important. E. F. 
and John Pierson, co-founders of 
the company, began by calling their 
employees their associates. That 
philosophy has been maintained 
down through the years. We don’t 
leave it up to the personnel depart- 
ment to keep our people happy, 
either. All of us in supervisory 
positions are made aware of the 
valuable contribution our veteran 
employees make to the company 
team. We appreciate that their ex- 
perience in our industry is a prec- 
ious commodity which helps keep 
us a jump ahead of our competitors. 
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We do everything we can to make 
them happy to be associated with 
Vendo. 


This concept is not unique with 
our. company. Most authorities to- 
day feel a company is the people 
who work there. Conscientious pro- 
duction workers who take pride in 
doing a good job, personable sales- 
men who know how to tailor their 
approach to the individual cus- 
tomer, pleasant-voiced secretaries 
who answer the telephone as if they 
are glad you called—all of these 
human factors make up the cor- 
porate image. 


In much the same way, many 
elements comprise an employee’s 
satisfaction or dissatisfaction with 
a job. Studies have shown salary 
is not so important to some people 
as recognition and approval. And 
a very valid way to recognize the 
long-time employee’s worth is to 
give him or her a voice in the selec- 
tion of equipment and_ supplies 
necessary to perform the job. 


This can work in several ways. 


For instance, it is not unusual 
for a secretary who has been with 
our company for some time to clip 
an ad from her professional publica- 
tion and send it to me with an 
inter-office memo _ suggesting we 
might try this new product. If she 
does, I will pass it along to our of- 
fice supplies buyer, with the sug- 
gestion that he procure a_ small 
quantity for us to try. When the 
product comes in, the stockroom 
supervisor will send a sample to the 
secretary, with a _ note saying, 
“Here’s the new pencil (or carbon 
paper, eraser, typewriter ribbon, et 
cetera) you wanted to try. Let us 
know how you like it.” Better still, 





Kansas City, Missouri 


he may drop by her desk and hand 
her the sample personally, chatting 
with her a minute about the pro- 
duct. 


A small thing? Yes. But it says 
to this secretary, in a very concrete 
way, that she is a respected member 
of the company family. 


Now, let’s suppose one of our 
executive secretaries needs a new 
typewriter, or has persuaded her 
boss that a dictating machine would 
help ease their work load. A _ req- 
uisition comes in to the purchasing 
department for this piece of equip- 
ment, and we set about to procure 
it. Step number one is to check 
with the secretary to see if she has 
any preference in brand. If she has 
not, we use our own judgment. If 
she does, we make every effort to 
provide the equipment she prefers. 
In the event there is a good reason 
why we cannot provide the equip- 
ment she wants, we tell her why. 
She apreciates being consulted, and 
these small courtesies pay off in 
increased job satisfaction. 

I do not mean to imply that 
every employee in our company 
gets just what he or she wants in 
the way of supplies and equipment, 
for that is not the case. We could 
not possibly cater to the whims of 
every person on the payroll. 

On the other hand, most of our 
clerical and stenographic help are 
content to use the equipment and 
supplies provided, without thinking 
too much about possible substitutes. 
They are not as experienced or as 
interested (for the most part) in 
doing a good job as are our top 
echelon of secretaries. The same is 


(Continued on Page 15) 
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TO FRANCE AND 
EUROPE 


$@00 


FROM DAILY 


(PLUS AIR FARE) 





The way to tour is Air 
France! Many exciting 
fall tours are now avail- 
able. Air France’s famous 
Jet Pack’ vacations to 
France and Europe fea- 
ture independent travel 
where you build your own 
itinerary and costs as little 
as $8.00 a day for meals, 
hotels, sightseeing (exclu- 
sive of air fare). 


No lower economy fares. 
You can even Fly Now, 
Pay Later. While in Eu- 
rope you can travel by Air 
France’s sleek Caravelle 
Jet, enjoy superb French 
cuisine and “guest of 
honor” service. So tour 
Air France —the world’s 
largest airline 





EVERYBODY'S HAPPY! WITH TYPEWRITTEN 


COPIES MADE THE HURON COPYSETTE WAY. 


> PATENTED” 
"ON 


PULL OUT Styl 


MANIFOLD 
CARBON 
PAPER SETS 


Yes, everyone’s happy with HURON COPYSETTE. Secretaries 
love the ease and convenience of having each second sheet 
carry its own fresh carbon. Copies are sharp — and hands 
never come in contact with the carbon! The boss likes 
HURON COPYSETTE, too. Work is turned out on time and 
HURON COPYSETTE costs him less than carbon paper and 
second sheets bought separately. 


“Licensed under Kerr Patent No. 2,557,875 


NAME 
COMPANY 
STREET 


Available in Canada city 
through APSCO PRODUCTS, LTD OUR STATIONER 
Toronto, Canada 


PORT HURON SULPHITE & PAPER CO., PORT HURON, MICHIGAN 
nu-y $-10 











ZONE ___STATE 














a. 


Members of the Institute for Certifying Secretaries at a meeting 





in Kansas City in early September. Front Row, left to right: 
Victor Frenkil, Clare H. Jennings, CPS, Mrs. Janet J. Hawkins, 
CPS, Katherine B. Nowell, CPS, Dean George A. Wagoner, 
Assistant Dean Mildred H. Shott, NSA President Mrs. Evelyn 
G. Day, Lois L. Wartman, CPS, Margie Ater, CPS. Back Row, 
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left to right: Helen T. Musial, CPS, Dr. Lyle Maxwell, Mrs. 
Pauline H. Peters, CPS, Dr. Carlos K. Hayden, Dr. Mary Ellen 
Oliverio, Test Consultant George Satter, Frank Talcott, Fred 
Schultz, L. M. Collins, Dr. Mina Johnson, L. H. Hallmark, 


W. Harmon Wilson. 
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PERVISORY 


~~ WORK 
NECRETARY 


il) 


by Mrs. Pauline H. Peters, CPS 
Member, Institute for Certifying Secretaries 


@ A competent secretary is made to 
order for supervisory work. She 
knows the value of good public rela- 
tions and how to represent her em- 
ployer to the public. She knows 
how to serve as a liaison between 
her employer and other personnel— 
not as a sentinel guarding the inner 
sanctum—but as a direct link of com- 
munication between the employer 
and his staff. She knows how to 
organize work and plan in advance, 
she has learned to accept responsi- 
bility, to exercise initiative, make 
decisions and to follow through. 
What Is a Supervisor’s Job? 


To determine and understand the 
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work to be accomplished by her de- 
partment; to determine the number 
of people required to do that work 
and to select and train those people; 
to create a plan of work, to delegate 
assignments and get the work done; 
to analyze problems based on actual 
facts, to make decisions and follow 
through to a solution. 


There are many qualities and 
talents which are desirable in a 
supervisor and the more of these 
traits a secretary possesses, the more 
capable she will be in supervisory 
work. It can be sumed up by citing 
as the one essential: THE ABILITY 


Forum 
NSA International Convention 
1959 


TO GUIDE A GROUP IN WORK- 
ING TOGETHER EFFECTIVELY. 
Here are some helpful items in be- 
ing an effective supervisor. 

Do a Selling Job to Employees. 
To sell a new employee the job, she 
must be shown the importance of the 
job and how it fits into the depart- 
ment and the department’s relation 
to the company, which gives the em- 
ployee and the job an identity with 
the company. 

Make Sure the Staff Has Adequate 
Equipment and Facilities. There is 
nothing which has more basic in- 
fluence on an employee’s attitude 
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than the tools with which she must 
work. The right kind of equipment 
should be provided for every job. 


Communicate Effectively. Com- 
munication is a reciprocal process. 
It is essential to be able to under- 
stand what another person is saying. 
An extensive vocabulary is an asset, 
but only if the choice of words is 
understood by the person with whom 
we are talking. 

Be Flexible. It is the job of 
secretary-supervisor to know the 
rules of the company and make sure 
the staff knows them and follows 
them. It is also important to know 
when a rule should be relaxed or 
modified. It is necessary to know 
which employee works best under 
which conditions and to be flexible 
enough in dealing with the personnel 
so each one can perform to the maxi- 
mum of her ability. People respond 
differently to various methods of 
leadership. Supervisors must know 
these things. 

Criticize Constructively and With 
Some Regard for Human Dignity. 
Before a doctor can prescribe, he 
has to make a diagnosis; and before 
a supervisor can help an employee 
correct a situation, she has to know 
why it happened. When an employee 
makes a mistake in judgment, it is up 
to the supervisor to point out she has 
arrived at a conclusion without all 
the facts. Be sure she understands 
and accepts the fact that her judge- 
ment was faulty. 

When an error in procedure is 
made, be sure the employee knows 
the correct method and understands 
why it is the right one. Do not 
embarrass or humiliate an employee 
by discussing her mistakes in the 
presence of other people or by being 
abusive, caustic or sarcastic. 

Be Sensitive to Employee’s Per- 
sonal Problems. The book says em- 
ployees, particularly secretaries, 
should leave their personal prob- 
lems at home. A person who can do 
that is superhuman. Employees, in- 
cluding secretaries, are people and 
people do not have a button they can 
push to turn off worry or concern 
over a major personal problem. If 
the supervisor can detect the exis- 
tence of a personal problem which is 
causing preoccupation, and make 
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some gesture of understanding, then 
everyone ultimately will profit. 

An employee who is ill cannot 
work efficiently and should be at 
home. 

Plan in Advance for Good Manage- 
ment. It is up to the supervisor to 
determine whether overtime is caused 
by improper distribution of the work- 
load; inadequately trained personnel; 
an understaffed office; or her own 
lack of organization. Once the cause 
is determined, the supervisor should 
remedy the situation. It is difficult 
indeed for an employee to give her 
best efforts to a job which requires 
too much of her “living time.” A 
person works in order to live—not 
the other way around. Advance plan- 
ning is not only to avoid overtime 
work. It takes organization to ac- 
complish the best results. Plan your 
work—then work your plan. 

Give Your Staff the Opportunity 
to Grow on the Job. Being a super- 
visor and providing the opportunity 
for growth on the job is something 
like raising a family. Just as a par- 
ent is responsible for what children 
do, so is a supervisor responsible for 
what her staff does. A child rec- 
ognizes the parent as the voice of 
authority and the staff looks to the 
supervisor as the authority. It is a 
wise parent who praises the smallest 
accomplishment of a child; it is a 
smart supervisor who commends an 
employee for a job well done. The 
parent and the supervisor have an 
obligation to teach the child and the 
employee to assume responsibility— 
it builds their self confidence, allows 
them to think for themselves and 
grow. 

A supervisor may be a leader but 
she cannot lead anyone farther than 
she has gone herself. She must have 
initiative, the ability to think, to 
plan, to make decisions, to organize 
for today, tomorrow and next week; 
she must accept the responsibility 
to get the total job done and the 
most important part of that job is 
developing people. 

The supervisor’s prayer: Lord, 
when I am wrong, make me willing 
to change; when I am right, make me 
easy to live with. So strengthen me 
that the power of my example will 
far exceed the authority of my rank. 

e e o 











PW aRNING 





A.W.Faber’s new 


STENOSTIK: 


The Only Professional Ball Pen For You 


won't write on 





We haven't given STENOSTIK the 
grease test, because we de- 


signed it for the office, not the © 


kitchen. We DO know that it will 
write clean and clear on paper— 
for hours, days, weeks and 
months. We know that it will write 
without skip, slip or scrape and 
that a Secretary can use it with- 
out fatigue or finger cramp, be- 
cause STENOSTIK’S long, tapered 
finger grip has been especially 
designed for shorthand. 


STENOSTIK has a long, full 
pen-length ink cartridge that will 
outlast 7—yes 7—pencils. This 
white, blue and gold beauty will 
bring new ease and comfort to 
your job. STENOSTIK belongs right 
alongside your ERASERSTIK. Get 
your STENOSTIKS today. Priced 
at 39c, less in a box of 3—the 
economical way to buy. 


Design Pat. Pend. 
U. S. Pat. Off. 


A.W.FABER- CASTELL 
PENCIL CO., INC. NEWARK 3, N. J. 


OR BANANAS. 








AW. FABER SIENOSTIE The Ball Pen for Si wath 











SPACE AGE SECRETARY 





Mi The magnitude of space defies 
definition. Our minds are not, at this 
time, equipped to comprehend the 
vastness and limitless boundaries of 
space, and certainly space in its in- 
comprehensibility is the nearest 
thought we can toy with that touches 
the infinite. 

If we let our minds wander we 
stand in awe at the number and rela- 
tive size of the planets existing in 
that great outer sea. The law of 
probability would indicate to me that 
somewhere on some distant planet, 
life, rational life, must exist. The 
law of probability would also argue 
that as surely as we are probing the 
secrets of the outer space these other 
peoples must be doing likewise and 
perhaps someday we will stand face 
to face with them. 

We may at that time view these 
creatures with the same shock and 
possibly elation Columbus experi- 
enced when he held out the hand of 
curiosity to the inhabitants of the 
Americas. The problem we will then 
face is how will these two diverse 
peoples react to one another. Will 
we experience the same bloody mas- 
sacres, treachery and exploitation of 
these new neighbors as our grand- 
fathers experienced with the Indian? 
Will we, or will they, assign a reser- 
vation, possibly Venus or Mars, for 
the vanquished to inhabit? Will we 
establish immigration laws and tariff 
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by E. R. McDonald 


A speech before the 
Executives’ Night Banquet 
Orlando, Florida Chapter 


Director of Procurement 


The Martin Company 
Orlando, Florida 


barriers to insure a “favorable bal- 
ance of trade” and a favorable social 
setup? Will each of us vigorously 
work to create a replacement for the 
atomic bomb that has the lethal 
capability of destroying the solar 
system or its equivalent, instead of 
just a city or nation? Will our chil- 
dren and children’s children live in 
a state of cold interplanetary war or 
will they stand on the threshold of 
the millennium? 

I recently read an article entitled 
“How Tom Smith Traveled the 
Rugged Road to Success.” Tom 
Smith had been elected the president 
of his company and upon being inter- 
viewed stated he did not make 
speeches but that all he had ever 
done was to do what he could when 
he could. 

Tom had observed his associates 
were breathing hard and fussing and 
fuming about the big deals in the 
offing. He had seen them all wrapped 
up in the grand sweeping things they 
were going to do when the situation 
was right. They worried about them. 
They planned so far ahead they had 
let the significance of the present slip 
away entirely. Meanwhile, Tom was 
doing what he could now. 

The things that can be done now 
get postponed. The things that can- 
not be done now get all the atten- 
tion, all the worry, all the energy. 
Tom, the ordinary guy, was lucky 


enough to see this. He did what he 
could when he could and they made 
him the president. Today was always 
the important day for Tom. 

The mastery of space is not too 
important. It will be accomplished 
as surely as night follows day. The 
scientific knowledge we have, the 
will we have, the money will be made 
available; what else could possibly 
be required? 

I am not so confident we can solve 
our mundane problems. We have 
never, since the first men, been able 
to live in peace. We have a dozen 
wars in our short history. Europe 
and Asia have engaged in wars con- 
tinually. When political or economic 
motives were missing, religious wars 
took their place. 

Our daily papers set forth the vio- 
lence, hatreds, and intrigues that 
exist at home and abroad. These, we 
as individuals are also incapable of 
solving. So what is the situation? 
Only one . . . like Tom, let’s do 
today that which we can do today. 
That is, respect the dignity of man. 
Man can survive plagues, storms and 
wars and keep his head high, but 
man wilts under unfounded scorn. 
If we can, on an individual basis, 
cultivate this feeling of genuine re- 
spect for human dignity and con- 
scientiously work to make it flourish, 
we will have left our footprints on 
the sands of time. 
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New Member 
Of the Institute 
For Certifying Secretaries 


WL. Millard Collins, is the new 
appointment to the Institute, effec- 
tive in September, 1959. 


Mr. Collins is presently Manager 
of Educational Services, Electric 
Typewriter Division, International 
Business Machines Corporation, New 
York City. Previous to joining IBM 
in a sales capacity in 1953, he was 
Chairman of Business Education 
and Secretarial Science, School of 
Business, North Texas State College. 


He served as Captain in the United 
States Army, as Chief of the Sta-- 
tistical Section, AGO. He holds the 
Bachelor’s and Master’s degrees from 
North Texas State College and has 
done additional graduate study at 
Indiana University. 


Mr. Collins has served as National 
Director and Vice President of the 
National Office Management Assoc- 
iation. He is currently chairman of 
the NOMA Education Services Com- 
mittee. He is a member of Delta Pi 
Epsilon and the Office Executives 
Association of New .York. He has 
contributed several articles to bus- 
iness education journals and year- 
books and has spoken frequently 
during the past year to NOMA chap- 
ters and NSA-sponsored institutes 
and workshops. 








(Continued from Page 10) 


true of the male office clerks and 
the executives. There is a difference 
in the way they approach their work. 


The point I am trying to make is 
that when an employee is interested 
enough in her work and the company 
to suggest a better way to do her 
job, the purchasing department owes 
her the courtesy of listening to what 
she has to say. 


Of course we listen to our secre- 
taries! We always will! 
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TO THE COMMITTEE 


* * * * 


When you're put on a committee 
(I’m speaking of Jane and Jill) 

It isn’t—dog gone it! for honor you’re on it; 
But you’ve a duty to fill. 


We all know, of course, that you’re busy 
and you have a whole lot to do. 
We know all about it; you don’t have 
to shout it; but so have the rest of us too! 


Remember—you could have refused it 
(and for that you couldn’t be blamed) 
Although not alerted—your smile indicated 
you’d take it—and so you were named. 


So now that you’re on the committee, 
on which you were placed by a vote, 

I feel no compunction to bid you to function 
and don’t make the chairman the goat! 


Remember, she’s as busy as you are, 
and she can’t do all the work. 

But she gets no pity, if you, the committee, 
shall prove to be gals who shirk. 


So here is the final suggestion (at this 
sort of thing I’m adept): 

If you’ve no ambition to fill your position, 
by golly, you shouldn’t accept! 


—Author Unknown 
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thanks to their REMincTon® Electric typewriters and FoLDAMATIC 


LinE-a-TIME® copyholders. 

And no wonder — electricity does the work on their typewriters 
— “forward reading” on the LinE-a-TIME copyholder makes tran- 
scribing copy so swift, so easy — each helps today’s smart women 
of letters turn out such truly beautiful work in so little time, 


with so little effort and so pleasing to the boss. 


s 
Remington. Fland DIVISION OF SPERRY RAND CORPORATION 





(Right) Princess Catherine Caradja of Rou- 
mania, Miss Ann M. Barrett, Vice Presi- 
dent of Delaware Chapter, The Honarable 
Eugene Lammot, Mayor of Wilmington, 
Delaware, and Miss Norma M. Peterson, 
President of Delaware Chapter, during a 
recent luncheon sponsored by Delaware 
Chapter to which all secretaries and women 
in business were invited. Princess Catherine, 
their guest speaker, related her experiences 
during World War II, leading up to her 
escape from behind the Iron Curtain. Since 
then she has spoken in many countries to 
tell those in the free world about the con- 
ditions existing behind the Iron Curtain 
and to encourage others to protect their 
precious freedom. 








(Above) Fruitland Chapter, Benton Harbor-St. Joseph, Michigan, 
recently held its annual Boss Night Event with the Gay Nineties 
theme carried out in the decorations and program. The program 
included organ music, a vocalist in Gay Nineties costume, and an 
old-fashioned melodrama. The “Boss of the Year” was chosen by 
the spinning of a roulette wheel. (Left to Right) Mrs. Robert 
Hunt (Vocalist in Gay Nineties costume); Mrs. Dwight Ogden, 
General Chairman of Boss Night; and her bosses, Dr. Robert Green 
and Dr. Barbara Green. 


(Right) BOSS OF THE YEAR AWARD— 
Patricia Shell, past president of the Zanes- 
ville, Ohio Chapter, is presenting the Boss 
of the Year Award to her boss Mr. Howard 
McCracken, Postmaster of Zanesville. 
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(Left) 

LAKE SHORE CHAP. 
TER HAS “TWINS” 
—twins, Beatrice and 
Doris Fleer, are new 
members of Lake Shore 
Chapter, Chicago, Illi- 
nois. Beatrice is a sec- 
retary at Visking Com- 
pany, Division of Union 
Carbide Corporation; 
and Doris is a secretary 
at Markel Service, Inc. 
Looking alike has ex- 
tended to their choos- 
ing identical careers. It 
is a relief to see that 
they didn’t choose the 
same company. On the 


— hand, it might be {Above} President Rebecca Stump, left, presents, 
F on behalf of the White Rose Chapter, York, 
Pennsylvania, their first scholarship certificate to 
Miss Mary Marshall of Dillsbury. In addition to 
a complete secretarial course at the Thompson 
Business College, a supplementary charm school 
course in included. All high schools in the York 
County areaa were invited to participate. 


(Above) Three members of Rapidette Chap- 
ter, Grand Rapids, Michigan, selecting a 
“boss of the year.” The honored boss was 
Mr. Stuart Hoffius, prosecuting attorney for 
Kenty County, Michigan. (Left to right) are 
Mrs. Virginia Purcell, president; Mrs. Mar- 
jorie Jo Shirley and Mrs. Robert G. Me- 
Connaughey. 


(Left) The Third Annual Institute for Sec- 
retaries sponsored by the Mobile, Alabama 
Chapter, was a notable success with over 
250 employers, secretaries, and other office 
workers attending. (Left to Right) Miss 
Mary Lou Swable, President of the Mobile 
Chapter; Miss Grace O’Rourke, Co-chairman 
of the institute; and Miss Anna Farrell, 
CPS. chairman. 


(photo courtesy Mobile Press-Register ) 
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@ During the past year the CPS 
Service Committee has had the help 
of many certified secretaries in re- 
viewing of books on the bibliography 
which has been available from our 
headquarters office. The purpose of 
these reviews has been to determine 
those references that are most useful 
in preparation for the CPS examina- 
tion. In successive months each sec- 
tion of the examination, beginning 
with Section VI and continuing back 
to Section I, the study outline, rec- 
ommended references, and at least 
three book reviews will be printed. 
One general reference book will be 
reviewed each month, if available, 
that either overlaps various sections 
of the examination or has general in- 
spirational value. The CPS quiz for 
the month will also be on the same 
subject as the bibliography. 
GENERAL 

How to Study, Morgan and Deese, 
McGraw-Hill Book Company. This 
book is mainly for the college-level 
student, but is directed to all who 
are studying or who plan to study. 

The book covers the over-all art of 
studying, pointing out possible defi- 
ciencies in study methods with ques- 
tions to the reader including self- 
rating charts. One chapter deals with 
a fairly common problem of CPS 
aspirants—how to read better and 
faster. This is not a course in 
remedial reading; but does contain 
valuable tips anyone can apply to 
reading habits and profit by. Vocabu- 
lary building is stressed as necessary 
for improved reading speed. 

This book outlines different meth- 
ods of note taking, how to review and 
revise notes, how underlining can be 
helpful and the proper method. Final 
preparation and review for exams, 
how to anticipate some of the exam 
questions, and attitudes toward ex- 
aminations is covered. How to 
analyze qualifiers and pick out key 
words in questions will be helpful to 
those taking the CPS exam. 

Emphasis on correct punctuation 
and spelling in writing themes and 


reports will also be helpful. How to 
use the library for specific types of 
information is covered. A chapter on 
Mathematical Problems will be help- 
tul on the Secretarial Accounting 
section. One chapter deals with 
getting help beyond textbooks and 
lectures. 

The book is easy to read and will 
give the secretary an organized ap- 
proach to studying. Most particu- 
larly, the reviewer feels it will be 
helpful to one who has been out of 
school for some time and is out of the 
habit of studying. 

Reviewed by Ila Westerkamp, CPS 

Johnson City, Tennessee 
SECTION VI 
SECRETARIAL PROCEDURES 

College Secretarial Procedures, 
Place and Hicks, McGraw-Hill Book 
Company, 1958. This textbook is de- 
signed for advanced college students, 
and a workbook accompanies the 
text. The first two chapters cover 
the secretary at work, opportunities 
for secretaries, elements of human 
relations, a secretary’s personality 
and appearance, and_ self- 
improvement. Special mention is 
made of the CPS certificate. 

Various chapters cover secretarial 
skills, dictation procedures, letter 
forms, handling mail, and filing sys- 
tems, the importance of public rela- 
tions, and the secretary’s responsi- 
bilities in making appointments and 
receiving callers. Other chapters 
cover telephone and telegraph serv- 
ices and equipment and deal with 
secretarial duties including banking, 
insurance and investment records, 
payrolls, and related duties. 

Secretarial procedures in buying 
and selling in large and small organi- 
zations and the handling of credit 
instruments such as_ promissory 
notes, commercial drafts, and trade 
acceptances are covered. 

One chapter is devoted to up-to- 
date office machines and equipment. 
Preparation of reports, tables and 
graphs, legal documents, arranging 
for and reporting meetings, and par- 
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liamentary procedure are described. 
The reference section is not adequate 
for the top-level secretary, however, 
the book is well written and com- 
pletely up to date. It deals with 
almost every subject listed in the 
study outline for Section VI of the 

CPS exam. 
Reviewed by Bennie Hart, CPS 
Stillwater, Oklahoma 


Effective Secretarial Practices, 
Beamer, Hanna, and Popham, South- 
Western Publishing Company, Third 
Edition, 1956. This book is designed 
to serve as an elementary textbook 
and advanced reference book. A ref- 
erence guide is included to cover cur- 
rent English usage, punctuation, and 
typewritten forms; suggestions on 
business correspondence; and postal 
rates and regulations. 

Descriptions of large versus small 
organizations and downtown versus 
suburban locations are minutely set 
forth. There are excellent ideas on 
developing a secretarial personality. 
Organizing secretarial work, while 
principally for beginners, contains 
good ideas for anyone as review for 
office procedures. 

Instructive material on indexing 
and filing alphabetically gives a good 
basis for working out other types of 
filing. Receptionists duties and com- 
munications, duties incidental to 
travel and meetings, and preparing 
business reports provides adequate 
instruction for any level. There is 
excellent information on office equip- 
ment and supplies and financial and 
legal responsibility are described in 
detail. 

The questions, problems, and bib- 
liography at the end of each chapter 
are excellent materials for CPS as- 
pirants to review; and these materials 
are good for question-and-answer ses- 
sions in study groups. 

The Reference Guide contains use- 
ful information for day-to-day ref- 
erence, particularly letter forms, 
forms of address, and references. The 
volume is well indexed, and the chap- 
ter headings are properly descriptive. 
By eliminating elementary informa- 
tion for the beginner or student, this 
book is an excellent ready-reference 
book for the secretary. 

Reviewed by Alberta A. Warner, CPS 
Omaha, Nebraska 
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Communications Handbook for 
Secretaries, Mayo, McGraw-Hill 
Book Company. 

This handbook is designed as a 
refresher in the art of expressing 
ideas and as a one-volume reference 
source for the experienced secretary. 

Chapter 3, “The Secretary’s Pro- 
fessional Writing Kit Contains a Set 
of Standard Tricks,” is exceptionally 
well organized and contains many 
constructive thoughts and _ sugges- 
tions. Other chapters are, “Writing 
Faults That Foil Your Purpose,” 
“Consider the Words You Use,” 
“Consider Your Sentences and Para- 
graphs.” The presentation is ex- 
tremely orderly, factual and neces- 
sary in any reference manual. 

Several chapters cover the tech- 
nique of asking (and responding to 
asking), selling, credit (and related 
problems), executive correspondence, 
inter-office memorandums, and tele- 
grams and cablegrams. Examples are 
illustrated. 

The book includes many examples 
of currently acceptable forms, their 
appropriate uses, etc., and discussion 
as to their suitability. 

Emphasis is placed upon the value 
of the secretary in public relations. 

This handbook gives detailed in- 
struction on directory and other fact- 
finding information, as well as cur- 
rent telephone procedures recom- 
mended by AT&T. 

One chapter deals briefly with the 
responsibilities of a corporate secre- 
tary as well as those of a secretary 
in a small business firm in setting 
up protocol for an executive meet- 
ing. It is excellently presented and 
includes a summary outline for par- 
liamentary procedure. 

There is a detailed, well-organized 
and up-to-date summary of the clas- 
sic, Century Handbook of Writing 
by Greever and Jones, included in 
this book. 

It is excellent as a reference book 
and as a reveiw for Secretarial Skills 
section for the CPS examination. 
Reviewed by Phyllis W. Gurney, CPS 

Portland, Oregon 

Other recommended texts: Office 
Management, Hicks and Place, Allyn 
and Bacon, 1956. 

The Road to Secretarial Success, 
Place and Strony, McGraw-Hill 
Book Company, 1954. 
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This is usually considered a_ perfect 
face-shape. Almost any version of 
the new hair style can be worn, 
combed high off the forehead and 
then curving out and forward. The 
tall beauty should take care in shap- 
ing her hair so as not to add to her 
height. 














Off-center height at the top is the 
look you need. Keep the line fairly 
smooth at the sides to avoid width 
at the cheekbones. 








SQUARE 


A soft, off-center pouf or wave at 
the top will add height. Avoid 
fluffiness at the jaw line, for you 
want to lengthen and soften your 
face outline. 





OBLONG 


The bouffant look will widen your 
face, and a completely halo-hair look 
will achieve wonders since it will 
provide width at the cheekbones. 
(This medium length cut is excellent 
for you, since you should avoid long 
straight hair.) 


07 
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TRIANGLE 


A short soft wave or finger bang will 
provide width at the forehead, and a 
side to crown — diagonal part — will 
make the new hair line right for you. 








“Sy 


HEART SHAPE 
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What a grand style this new one is 
for you! Keep the hair fairly smooth 
at top, and the ‘puff’ sides will give 
you width where the jaw starts to 
narrow. 
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Unless you are a tiny lady, when its 
important not to over-balance your 
silhouette with an over-large hat, you 
can wear almost any new hat shape 
or style as it suits your mood and 
the occasion. 


wt 


i cd 





To lengthen your face and avoid 
that chubby look, choose a hat with 
a tall crown, an uplifted brim or 
vertically-placed trimming. 





If your face shape is broad, your hat 
should be one which will lengthen 
and soften. Select a hat with height 
and gently irregular outline, softly 
draped trimming or a bouffant crown. 
Avoid toques or sailors or frilly hats 
which make your face stern. You can 
wear one of the new oversize crowns 
—a real crowning glory! 





You will want to widen and soften 
your face by selecting a mushroom- 
ing brim hat with a full-blown look. 
Avoid the wide “sliver” of a hat which 
will make your face seem too thin. 





Widen your narrow brow and mini- 
mize the strong jaw-line by choosing 
a hat that sits on the back of the 
hairline and has width across the 
temples. Several new styles are good 
for you: the straight-across brims, 
iad the up-curving bretons, and toques 
or turbans draped low and wide. 








\ A deep-on-the-brow hat is a good 

choice for you, if you have a care 

that your hat is not TOO heavy in 

~ \7 appearance or fitted so low on the 
cheekbones that your chin seems to 
disappear. Wonderfully flattering 
for this lovely face shape is the 
‘fisherman’ brim that flares out low 
behind the ears. 
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Courtesy of Millinery Institute of America 


WHAT IS A HAT? 


@ A hat is a flag—a shield—a bit of armor—and the 
badge of femininity. A hat is the difference between 
wearing clothes—and wearing a costume; it’s the dif- 
ference between being dressed—and being dressed up; 
it’s the difference between looking adequate—and look- 
ing your best. 


A hat is what carries you to church—wafts you 
through a cocktail party—and turns you into a well- 
dressed woman on a shopping spree. 


A hat is to be stylish in—to glow under—to flirt 
beneath—to make other women jealous—and make all 
men feel masculine about. 


A hat is a conversation piece—a morale booster— 
a flatterer to banish the years and put stars in the 
eyes. 


A hat is therapy for dropping spirits, for it’s as 
changing as the seasons—it’s straw, it’s lace, it’s felt, 
it’s fur. And it’s as varied as a woman’s moods—it’s 
a poke bonnet, a sunbonnet, a cartwheel, a cloche; a 
turban, a sailor, a Breton, a beret, it’s a wisp of veiling 
to catch men’s glances; it’s a picture hat to start 
romances. 


A hat is the pride of the present and the nostalgia 
of the past. 


A hat is a hard thing to find. But once you see 
“your” hat on the milliner’s shelf, you’ll sacrifice any 
other piece of apparel to buy it. And when you put 
it on in front of the mirror at home, and it frames 
your face in flattery, you know that it’s worth every 
bit of effort—for a hat turns a girl into a woman— 
and a woman into a lady. Better still, it turns men’s 
glances to your head and turns their heads to your 
heart. 


A piece of magic is a hat! 


MILLINERY 
FALL and WINTER 


The new fall look is one of head-to-toe elegance, 
carefully thought out and coordinated down to the 
tiniest detail. The custom-made perfection of this 
new manner of dressing for fall and winter 1959 is 
unthinkable without a hat. 

What’s more, fall fashion is stated in terms of 
costumes and the all-purpose “little black hat” will 


(Continued on Page 27) 


Page 23 











(Part One in a Series of Six) 


SECTION VI— SECRETARIAL PROCEDURES 


(Recommended by Institute for Certifying Secretaries) 


As a secretary, you must have a vast amount of 
knowledge about modern methods and equipment 
which may be used in an office. The selection of equip- 
ment, processes, and procedures may be among your 
duties. Sources of information must be known and 
frequently used information must be remembered. The 
following outline is suggestive of the areas of knowl- 
edge that are important. This section of the examina- 
tion is composed of multiple-choice questions. Your 
choice of the best of four answers will show your 
knowledge and your understanding. 


I. Secretarial Planning 
A. Work for employer 
B. Secretary’s work 


II. Mail 
A. Sorting 
B. Preparation for reply 
C. Routing and follow-up 
D. Methods of mailing 
E. Deadlines for assembly 


III. Dictation, Transcription, and Typing 
A. Efficient procedures 


IV. Indexing and Filing 

. Types of files 

Techniques 

. Tickler systems 

. Signal systems 

. Transfer 

. Problems in subject filing 

. Rules of indexing 

. Relation of secretary to central files 


TOS OOW> 


V. Communication Media 
A. Telephone 
B. Other media 
VI. Editorial Duties 
A. Preparing copy for publication 
B. Preparing copy for minutes 
C. Preparing copy for speeches and reports 
VII. Handling Executive Travel 


A. Knowledge of geography 
B. Methods of travel 
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VIII. 


IX. 


XI. 


XII. 


XIII. 
XIV. 

XV. 
XVI. 


C. Relations with company’s transportation 
department 

D. Hotels—reservations for rooms and 
meetings 

E. Itinerary 

F. Organization of materials for executive 

G. Communication 

H. Follow-up after trip 

Requisitioning and Storing Supplies 

A. Requisition channels 

B. Securing information about supplies 

C. Perpetual inventory methods for 


supplies 
D. Protection of expendable items 
E. Arrangement of storage areas 
Use of Business Libraries and Library Skills 
A. Knowledge of libraries and other 
research facilities 
B. Use of books and other business 
references 
C. Sources of information within the 
company 
D. Techniques 
Selecting Duplicating Processes 
A. Length of time for preparation 
B. Suitability 
C. Time element 
D. Cost 
Conferences and Meetings 
A. Organizing and conducting a meeting 
B. Techniques for handling arrangements 
Receptionist Duties and Public Contacts 
A. The employer’s and the secretary’s 
calendar 
B. Techniques for handling callers 
Selecting Secretarial Supplies 
Writing Original Business Communications 
Office Housekeeping 
Office Machines 
A. Kinds 
B. Work performance 
C. Special characteristics of specific 
machines 
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CPS 
QUICKIE 
- QUIZ 


(Furnished by International Education Committee) 


Which of the following would be the best source 
of information for obtaining names, titles, and 
biographical sketches of high members of our 
United States Government? 


(a) Congressional Directory 

(b) United States Government Manual 
(c) Information Please Almanac 

(d) Diplomatic List 


Your employer has asked you to mail his salary 
check to the bank for deposit. Which of the fol- 
lowing types of endorsement should be used 
under such circumstances. 


(a) Blank endorsement 

(b) Specific endorsement 

(c) Restrictive endorsement 

(d) Qualified endorsement 

Your employer is interested in obtaining the 
names of three large automobile battery manu- 


facturers in Michigan. Which of the following 
would be the best source of this information? 


(a) Commodity Year Book 

(b) Statistical Yearbook 

(c) The World Almanac 

(d) MacRae’s Bluebook 

Esquire or Esq. may be used in addressing promi- 
nent attorneys or certain professional men of 
note. Which of the following forms is correct 
usage within the United States? 

(a) Mr. Ralph Hamilton, Esq. 

(b) Nathaniel Hawkins, Esq. 

(c) Honorable Richard Mills, Esq. 

(d) Dr. Allen Goddison, Esq. 

At 2:30 p.m. a secretary in Los Angeles is asked 
to send a telegram ‘to the headquarters office in 
New York City. Which of the following would 
an alert, efficient secretary use? 

(a) Day letter 

(b) Night letter 

(c) Full-rate telegram 

(d) Code message 
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6. 


10. 


The time from 12:01 noon to 12:00 midnight, or 
P.M., is indicated on a railroad timetable by: 
(a) Light-face type 

(b) Figures in the left-hand column 

(c) Dark-face type 

(d) Figures in the right-hand column 


You are asked to make train reservations for a 
trip on which your employer will be accompanied 
by his wife. Which of the following accommoda- 
tions would be inadequate? 

(a) Roomette 

(b) Bedroom 

(c) Drawing Room 

(d) Compartment 


Which of the following may be shipped via Rail- 
way Express? 

(a) Jewelry 

(b) Perishable foods 

(c) Live animals 

(d) All of these 


Which of the following locations is considered 
correct for the blind copy notation on the carbons 
of a letter? 


(a) Lower right-hand portion 
(b) Lower left-hand portion 
(c) Upper right-hand portion 
(d) Upper left-hand portion 


A pass book issued to a customer by the bank 
reflects 


(a) Amounts of deposits in a checking account. 
count. 


(b) Deposits and withdrawals in a savings ac- 
count 


(c) The balance on deposit. 
(d) None of these. 


(ANSWERS ON PAGE 29) 
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evening of 


@ Phyllis Pesce, former officer in the 
Retreat League of Washington, D. C. 
recently thought it a good idea if a 
group of secretaries would gather for 
an evening of recollection—time for 
prayer—a retreat from the cares and 
thoughts of the outside world. She 
discussed this with other secretaries 
in various groups and they became 
enthusiastic about Phyllis’ idea. The 
idea expanded and a group of 76 
secretaries from all walks of private 
industry and government met at the 
Washington Retreat House for the 
first “Evening of Recollection for 
Secretaries.” 

Dinner was served followed by 
retreat to the chapel where the first 
hour was spent listening to the Rev- 
erend James J. McGuire, OSFS, who 
told the secretaries they could conse- 
crate their lives to God by serving 
mankind in their own secretarial 
jobs, doing the ordinary duties of 
the day, so long as they kept God 
in their hearts and performed their 
tasks efficiently and with kindness 
toward those who needed help. Dur- 
ing Father’s talk he quoted several 
poems which carried food for 
thought. 


STENOGRAPHER’S LAMENT 


Dear Lord, I just don’t have the time 
To say an aspiration; 
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Presidential Chapter 
Washington, D. C. 





My typing, shorthand and the rest 
Crowd out all meditation. 
I’d like to say a prayer or two 
While working through the day, 
But “yours received” and “we regret” 
Are always in the way. 
I know that you will understand 
And bless a girl who tries; 
So if it’s all the same to you, 
Dear Lord, we’ll compromise: 
Each time I type a manuscript, 
I’m praying on the keys; . 
The M’s are all “Hail Marys,” 
The G’s are “Glory be’s” 
And when I take a memo, Lord, 
I’ll pray to you again, 
Each word will mean “God be 
praised!” 
Each period, “Amen!” 
(Author Unknown) 
FInpING Gop 
I found Him in the whisp’ring pines, 
And in the beauty of the rose. 
I found Him where the first star 
shines 
Above the summer day’s soft close. 
I found Him where the storms grew 
wild; 
I found Him in the happy face 
And manner of a little child, 
Revealing loveliness and grace. 


I found Him in the swinging suns 
That wheel their way through 
endless space, 


recollection 
for Secretaries 


by Leona M. Lennemann 


And in the humblest path that runs 
To love’s sequestered dwelling 
place. 
I found Him where the violets dwell, 
And where the bluebirds wheel 
and dart; 
But never really knew Him well, 
Until I found Him in my heart. 
Clarence E. Flynn “Ave Maria’ 
August 9, 1924 
(Reprinted by permission ) 


The second hour was Holy Hour 
devoted entirely to prayer and medi- 
tation followed by a beautiful bene- 
diction. 


The group of secretaries was hon- 
ored by the presence of 13 members 
of NSA, representing Presidential, 
Executive, and Capital chapters, and 
president of the Delaware, Maryland 
and District of Columbia Division. 
The evening ended with a “Coffee 
Chit Chat” in the dining room. 


It looks as if Phyllis’ idea has now 
become a reality which will continue 
in the future because it was a happy 
group of secretaries who drove away 
from the evergreen surrounded Re- 
treat House—secretaries with grati- 
tude in their hearts—a silver moon 
above giving the final benediction to 
this beautiful “Evening of Recollec- 
tion for Secretaries.” 
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(Continued from Page 23) 


no longer suffice for every costume. Even a single, 


exceptionally flattering and beautiful fur hat will not 
look right with everything in the wardrobe. Once 
more, we will find well-dressed women thinking in 
terms of costumes. While the epitome of fashion would 
give her a different hat for every costume, at the very 
least she will need several types of hats to go with 
the various types and colorings of the clothes she 
will be wearing. 


Soft Tailoring for Day 


The tailored costume is important in every collec- 
tion. But this is a new type of tailoring, very soft and 
feminine, luxurious in materials and rich in coloring. 
Classic “mannish” coats in menswear worsteds and 
soft tweeds, such as the belted trenchcoat, the chester- 
field and the balmacaan are often feminized with fur 
collars, lavish fur linings and shawls or capes of fur 
and fabric. Walking suits of thick tweeds, fur lined 
or trimmed and frequently gathered to a tiny, normal 
waistline by wide belts or sashes, often have longer 
jackets that suggest a man’s smoking jacket or riding 
coat. To complete this look, nothing is more important 
than the new type of softly tailored hat—the feminized 
fedoras and high-crowned slouch hats, the round- 
crowned bowlers and the jaunty young interpretations 
of the coachman and riding hats. 


The Luxury of Furs 


From the softly tailored street clothes, to the most 
fabulous evening costumes, furs reign triumphant on 
the fall scene. Coats with collarless and side-buttoned 
high necklines may appear slim and straight, without 
adornment, until they are opened to reveal the softest 
fur linings. Others are lavishly furred, with wide 
collars of luxury furs like mink, sable and long-haired 
fox. Fur tuxedos, fur cuffs and other fur trimmings 
are popular. And some designers offer a choice of 
furred or unfurred looks, by making their fur collars 
and capes and scarves removable. 


In millinery, the choice of a fur hat requires discern- 
ment. Fur or fur-trimmed hats designed to be worn 
with fur-trimmed costumes should be carefully matched 
—a mink hat with a mink-collared coat. Fur hats 
may also be matched to fur linings with great elegance. 
With cloth coats and suits, the fur-lavished look can 
usually be achieved with an all-fur hat or a hat made 
from one of the new fluffy bodies with the texture and 
colorings of fur mutations. If the customer has a fur 
coat, her hat need not be fur at all. But if it is, unless 
the coat is made in fur-on-fur, a contrast of texture or 


THE SECRETARY—October, 1959 


color in the fur hat looks smartest. With fur-on-fur, 
the most successful combination is with a hat matched 
to one or other of the furs. 


Feathers and Fabrics 


Feathers for fall are bright brocades of color, in 
rich tones and textures that echo the look of tweeds 
and prints. The look of luxury which is expressed in 
the softer, dressier clothes for afternoon and informal 
evenings is prettily complemented by lovely feather 
hats. The crepe dress, in blackened colors, or in 
romatic jewel tones, has a new fluid femininity. Waist- 
lines are tiny, wide-sashed or belted, while bodices are 
softly shaped and skirts fall in loose folds, slim pleats 
or circular fullness shaped to the body by the use of 
bias cut fabric. Sometimes tunic skirts flare slightly 
over narrow underskirts, but usually the effect is 
slender and willowy. Armholes are deep-cut, with 
kimona sleeves, elbow-length loose sleeves and dolman 
effects adding a gently broadened look through the 
lowered shoulder line. 


Dressy Costumes 


The dress-and-jacket costume which was so popular 
in the spring, looks new for fall in dressy versions for 
afternoon and evening. Short sleeved fine wool or 
silk dresses with bodices of satin, matte jersey, brocade 
or embroidery have their own matching jackets, of 
ten trimmed with fur as well. For the theater, the 
simplest little sheaths with matching jackets are 
made in metallic brocades, sari silks and cut velvets. 
The same exotic materials are used for devastating 
little evening hats, while other costumes are con- 
trasted with solid-color satin, velvet, feather or fur 
confections. 


Evening Formality 


The floor-length, slinky black dress with a high 
cowl neckline in front and a bare-to-the-waist back 
decollete recalls the sort of gowns worn by Jean Harlow 
and Carole Lombard. Many other important evening 
gowns of rich satins, brocades, metallics and embroid- 
ery are also long and slender to the floor. Short eve- 
ning gowns may be full-skirted but remain slim in 
line, made of clinging chiffons, jerseys and exotic silks. 
Flowing, full evening coats, lined or lavishly collared 
with furs, have a graceful, cape-like look above these 
shapely dresses and the importantly dressed, winged 
evening coiffures are accented with the maddest little 
evening headdresses of jewels, feathers and precious 
furs. 
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“Not failure but low aim is crime.” | 





—Lowell. 


i In every profession, certain stand- 
ards must be met, and many profes- 
sions require additional training even 
beyond degrees, certificates, or li- 
censes. We have standards in our 
profession—and to raise these stand- 
ards has been the principal objective 
of our international organization 
since its inception. 

The ultimate goal of the Associa- 
tion is to have all qualified secre- 
taries certified by the Institute, and 
an intermediate goal is the addition 
each year of new Certified Profes- 
sional Secretaries to our steadily 
growing roster. 

A goal is only a goal until it has 
been reached, and then it is an 
achievement; when we move toward a 
new goal, representing greater ac- 
complishment, this forward motion is 
progress. 

Although our Certified Professional 
Secretaries are numbered in the 
thousands (meaning more than one), 
the percentage of professional secre- 
taries who are certified is extremely 
small. Of the more than 20,000 sec- 
retaries who are members of NSA, 
and all of whom are potential CPS, 
there are 1,711 who have been cer- 
tified over a period of 9 years. 
Whether or not we aspire to the rat- 
ing, CPS is a guide to individual self- 
improvement. The Institute through 
this program has furnished a definite 
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CPS- 


Its Challenge 


by Mrs. Yvonne Lovely, CPS 
Past President, Tennessee Division 


map to follow on our road to raising 
our standards. We should take ad- 
vantage of this road map to plot our 
future course. 


Some of us have established the 
goal of CPS for ourselves, and are 
presently working toward that goal. 
Psychology tells us that a goal to be 
really effective must be within the 
realm of possibility. It must be far 
enough beyond our grasp to require 
effort and sacrifice on our part so 
that its attainment will be meaning- 
ful, but if it is too far out in the blue 
we become frustrated. Perhaps some 
of us feel CPS is still “out in the 
blue,” but if so, we can set little goals 
along the way, pointing always in the 
general direction of CPS. 


Some of us have already reached 
the point of CPS on our scale of 
progress. We have the personal satis- 
faction of a goal achieved, we have 
an attractive certificate, and perhaps 
the CPS pin. We have confirmed our 
own opinion (and usually that of our 
boss) that we are competent, efficient, 
experienced, and learned secretaries, 
and our certification has been sub- 
scribed to by those members of our 
own profession, of education, and of 
management, who are the Institute 
for Certifying Secretaries. 


But CPS is just a stepping stone 
to further progress. Today there is 
no such thing as “status quo” in our 


dynamic profession. One progresses, 
or she falls behind. So what will be 
our goal after CPS? This decision is 
up to the individual. Some of us 
achieve our certification without hav- 
ing completed a formal college edu- 
cation. The obvious goal, then, for 
us, is a degree in secretarial science 
or a related field. 


Others who already have a degree 
in business turn to liberal arts, and 
secretaries realize, as do other pro- 
fessionals, that the liberal arts are as 
important to education as the tech- 
nological subjects dealing with a par- 
ticular field of specialization. In fact, 
Horace Mann contends that “A hu- 
man being is not, in any proper sense, 
a human being until he is educated.” 
The trend today is away from too 
much specialization and toward the 
broader aspects of learning which in- 
clude literature, philosophy, and 
religion. 

Whether or not additional formal 
education is your goal, it’s up to each 
of us to help our Association to raise 
our standards by teaching others 
what we do know. Certified Profes- 
sional Secretaries are perhaps in a 
better position to offer assistance 
than others, although secretaries who 
are specialized are often particularly 
well qualified to instruct others in 
such matters as banking and finance, 
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insurance, stocks and bonds, business 
law, and office management. 


A Presbyterian minister said one 
time that “The only true happiness 
comes from within and can _ be 
achieved only through service to 
others.” We secretaries can be of 
service to others, through our Assoc- 
iation. We can work toward our 
international objective, we can im- 
prove ourselves, and we can achieve 
that measure of contentment and 
happiness that comes from serving 
others, through our NSA educational 
programs. 


“Tf you would thoroughly know 
anything, teach it to others.” Tryon 
Edwards said this. If you doubt the 
wisdom of this statement, prepare a 
15-minute lecture on any phase of 
secretaryship. You will be amazed 
at how much you will learn by teach- 
ing. 


Why should we raise the standards 
of our profession? And, a parallel 
question, why should we raise our 
own level of performance? In view 
of the materialistic society we live in 
today where everything we say, or do 
or eat or enjoy is determined in vary- 
ing degrees by money, we must look 
at the economic aspect of our ob- 
jective. 


At the present time, we secretaries 
enjoy the position in modern indus- 
try of being in short supply, and 
most of us feel fairly secure in our 
present positions. In fact, many of 
us are looking, not for opportunity 
for advancement, but for the oppor- 
tunity to rest upon laurels already 
won. We are “coasting to retirement.” 


However, recently there has ap- 
peared as competition in the Iabor 
market a gargoyle called “automa- 
tion.” We have all heard about auto- 
mation, and I am sure you have 
heard that regardless of the excel- 
lence of machinery to perform var- 
ious tasks related to our profession, 
the secretary can never be replaced 
by a robot. Too many of the secre- 
tary’s duties require judgment based 
upon experience, and a machine will 
remember” and “reason” only with 
the material which has been coded 
and fed into it. 


Up to this point, maintaining our 
position has not been difficult. But 
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what will happen when some of the 
working women, who are still lumped 
with us in the general category of 
clerical workers, are displaced by 
automation? Machines will file cards, 
produce information, and figure in- 
voices at a man-hour rate which will 
displace not one or two but tens and 
dozens of typists, clerks, and book- 
keepers. Where will they go? 


The decision will be made by each 
employee so affected, of course, but 
not all of them will become coders 
for computing machines. They may 
decide upon our profession and 
descend upon us en masse, vying for 
the jobs we have and for the promo- 
tions we’re expecting. Secretaries 
may even eventually become a glut 
on the labor market. 


Some of the disadvantages of hav- 
ing these women competing for our 
jobs are these: Many of them will be 
ten years younger, and perhaps even 
ten pounds lighter than we are. 
Some of them will be relatively ex- 
perienced, and more recently trained 
in office practices and procedures, 
than we are. Invaders have the ad- 
vantage, too, of impetus. If our com- 
petitive spirit in seeking a new job 
or a promotion has not been entirely 
lost, it may have grown stagnant with 
complacency. 


What, then, will be our response to 
competition from other secretaries? 
One advantage we have is our ex- 
perience—but it must be the right 
kind of experience. Our know-how 
must be modern and correct, and our 
executive assistance to our bosses 
must be sharp, effective, and as in- 
dispensable as we can possibly make 
it. The only way we can insure these 
qualities is not only to keep up with 
our profession, but to keep ahead 
of it. 

The forward look, keeping up to 
date, improving ourselves constantly, 
these have been noble ideals. Now 
they are essential if we are to retain 
the place in our profession we have 
won through the years. They will 
answer the question of our survival. 
Benjamin Franklin said, “An invest- 
ment in knowledge always pays the 
best interest.” We must invest in 
knowledge, then we can retire on the 
interest. 


Some of us may think we’re too 
old to learn. Educators tell us that 
once we pass 30 our ability to learn 
begins to decline. Any unopened gate 
will have rusty hinges. Going to 
school is like going to church—it’s 
one of the easiest habits in the world 
to get out of. Returning to study is 
hard at first, but as you acquire the 
study-habit, it becomes progressively 
easier. There are many fascinating 
things to learn, and the more you 
learn the more you want to know. 


As professional secretaries we can 
try for certification or not. But 
whether we do or not, we must keep 
up with our profession, either 
through formal study or through self- 
study at home or in informal groups. 
Once certified, we are not required to 
pass subsequent examinations to hold 
our certificates, but we have a duty 
to the other members of our profes- 
sion to maintain that level of com- 
petence, and we owe it to ourselves 
to advance beyond it. 


Professionalization, the objective 
of our international organization, and 
of each of us as a part of that organi- 
zation, is indeed a wonderful goal. It 
will not be achieved without the — 
wholehearted support of each of its 
members, and that includes you and 
me. We must raise our own level of 
performance, and we can do this by 
educating ourselves, and by teaching 
others. We owe it to our profession, 
to our Association, and to ourselves, 
not only to be better than we are. 
but to be the best in our field. 


This is the challenge of CPS. How 
to meet it is up to you. 


answers 





to CPS Quickie Quiz 


on Page 25 











1. (a) 6. (c) 

2. (c) 4 AO 

3. (d) 8. (d) 

4. (b) 9. (d) 

5. (b) 10: a) 
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Bylaw Pains 


The Bylaws Committee, Sacajawea 
Chapter, Seattle, Washington, gave 
the following interesting information 
regarding bylaws, in a recent issue 
of The Clambake: 


Do you suffer from: Dulling of the 
senses, glazing of the eyes, and in- 
ability to concentrate, when the 
subject of bylaws is mentioned? 


Do you get: A headache, loss of 
appetite, visiting relatives, when 
bylaws are to be discussed at a 
meeting? 


Do you think bylaws are: Uninter- 
esting, unimportant, or possibly 
necessary, but only a few are really 
concerned? 


Then we want to tell you that bylaws 
are: 


1. A fascinating subject when 
understood; 


2. One of the most important fac- 
tors of any organized society, 
providing a method of proce- 
dures and action for a group 
acting as a unit; 


3. A safeguard of the rights of 
members, and more particularly 
of individuals, against the 
whims and desires of a few; 


4. A subject with which every 
member should be thoroughly 
familiar. 


P: oneers of NSA 


In their Chatham Chatter, the Sa- 
vannah, Georgia Chapter writes in 
appreciation of the builders of our 
association: “What we enjoy in NSA 
was pioneered by those brave ones in 
the early beginnings. At this stage, 
management is aware of our being. 
We have gained much by our mem- 


bership. We are not satisfied with 
doing things the way we did before 
we became a member of NSA. We 
have developed a satisfaction which 
comes from knowing that a job is 
well done. We have acquired faith 
in ourselves which was brought about 
by our association with other women 
in our profession.” 


Che Professional Debts 


“Every Man A Debtor To His Pro- 
fession,” the theme of the 1959 con- 
vention, is followed up in The Steer- 
ing Column, by Detroit Transcript 
Chapter, Detroit, Michigan, with 
words by Charles Dickens: “It is well 
for a man to respect his own vocation 
whatever it is, and to think himself 
bound to uphold it, and to claim for 
it the respect it deserves.” 


Aaal 


Boise, Idaho Chapter supplies this 
prayer: “O Lord, please fill my 
mouth with worthwhile stuff, and 
nudge me when I’ve said enough.” 


Alias You heed This? 


Mt. Clemens-Macomb Chapter, Mt. 
Clemens, Michigan, repeats this 
statement in their Reflections, which 
is thought-provoking: “Don’t forget 
the best place to find a helping hand 
is at the end of your own arm.” 


Easy Money / 


By participating in a public opinion 
poll, sponsored by the Mirror of 
America, the members of the Tren- 
ton, New Jersey Chapter have 
added to their treasury. 
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Situational | Aa 


Three members of Coral Gables, 
Florida Chapter recently partici- 
pated in the People to People pro- 
gram in Cartegena, Columbia, South 
America, extending the long arm of 
friendship from Florida to South 
America. 


he * Bosses Speak Up! 


That the boss is vitally interested in 
what you do and how you act, was 
proven at a Bosses’ Forum sponsored 
by Crossroads of America Chapter, 
Indianapolis, Indiana. 


The most surprising comment was 
that the chief attribute desired, is not 
secretarial skill, but loyalty. And 
perhaps the most challenging com- 
ment was that it is up to the secre- 
taries themselves, working with per- 
sonnel groups or NOMA, to draw the 
line between secretaries, stenogra- 
phers, and clerk-typists, in order that 
each title has its own meaning, pay 
rate and qualifications. 


The tone of the forum would indi- 
cate that most bosses like their secre- 
taries to be active in NSA and are 
interested in the CPS program. 


Entiatend 


The president of the Rome, Georgia 
Chapter writes these words in their 
chapter bulletin, Special Accounts: 
“Enthusiasm! Let’s make that our 
motto this year. With it, we can 
accomplish anything we set our 
minds to; without it, we will prob- 
ably never get around to setting our 
minds.” 


THE SECRETARY—October, 1959 


Pilot Workshop 


Seventy graduating commercial stu- 
dents from Wyandotte, Michigan 


High School, recently participated 
in a workshop experiment, sponsored 


by River Park Chapter. The scholar- 
ship committee planned the work- 
shop in lieu of presenting an indi- 
vidual scholarship, promoting the 
secretarial profession at a high school 
level. From the interest displayed by 
the students, and feeling that such a 
project is more beneficial than a 
single scholarship award, plans are 
being made for a larger workshop 
next year. 


Ae Vot es / 


Key Notes reports that a member of 
Madison, Wisconsin Chapter accom- 
panied her boss to Kansas City in 
the company plane, taking dictation 
during the two and one-half hour 
flight. After having dinner at the air- 
port, the boss kept his business 
appointments and the secretary re- 
turned in the company plane to the 
office in Madison. Naturally, the 
secretary looks forward to another 
backlog of dictation which cannot be 
handled in the office. 


Past Officers 


From Nine To Five, Badger Chapter, 
LaCrosse, Wisconsin, comes words of 
wisdom regarding retiring officers. 


A past president of this chapter 
compares a retiring officer to a falling 
leaf. After the leaf has served its 
purpose to the tree for a year, it 
quietly and gracefully drops to the 
ground where it adds richness to the 
roots of the tree, but does not inter- 


fere with the new crop of leaves. A 
retiring officer should add richness 
to the roots and foundation of the 
organization, such as giving advice, 
when requested, but never dominat- 
ing or interfering. It should be a 
pleasant experience to watch new 
officers unfold their plans for the 
year and follow through to comple- 
tion. 


Charity at = 


Members of Pioneer Chapter, Fre- 
mont, Nebraska, volunteered their 
services in reproducing copies and 
assembling Articles of Incorporation 
and Constitution and Bylaws for 
the Dodge County Association for 
Retarded Children. 


= ture Scuba 


The vice president of Southbridge, 
Massachusetts Chapter was highly 
rewarded by the interest shown by 
high school girls and their mothers, 
when she spoke at a meting of the 
Woman’s Society of Christian Serv- 
ice at the First Methodist Church. 
Many questions were asked by the 
young ladies regarding a business 
career and the secretarial profession. 


NSA wf Be Represented 


After a conference of presidents of 
Washington, D. C. chapters, Presi- 
dential Chapter selected a repre- 
sentative for NSA to serve on the 
Northern Virginia Advisory Com- 
mittee for Business and Education, 
until the spring of 1960. 
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STATEMENT REQUIRED BY THE ACT OF 
AUGUST 24, 1912, AS AMENDED BY THE 
ACTS OF MARCH 3, 1933, AND JULY 2, 
1946 (Title 39, United States Code, Section 
233) SHOWING THE OWNERSHIP, MAN- 
AGEMENT, AND CIRCULATION OF THE 
SECRETARY, published monthly at Kansas 
City, Missouri for October 1, 1959. 


1. The names and addresses of the publication 
office, editor and business manager are: Pub- 
lication Office, C. D. Barton, President, Saml 
Dodsworth Company, 412 West 10th, Kansas 
City 5. Missouri; Editor, Mrs. Shirley Eng- 
lund, P.O. Box 8286, Kansas City 5, Missouri. 


2. The owner and publisher is: The National 
Secretaries Association (International), 1103 

Grand Avenue, Kansas City 6, Missouri. Offi- 
cers are: President, Mrs. Evelyn G. Day, 514 
South Main, Middletown, Ohio; First Vice 
President, Mrs. Winifred L. Hillyer, 3301 
West 24th Avenue, Denver 11, Colorado; 
Second Vice President, Mrs. Elizabeth T. 
Roper, 734 Oberlin Road, Augusta, Georgia: 
Third Vice President, Carolynne J. Schutz, 238 
Main Street, Buffalo. New York; Fourth Vice 
President, Ruth Gallinot, 444 St. James Place, 
Chicago 14, Illinois; Fifth Vice President 
Margaret McCormick, 6050 Pernod, St. Louis 
9, Missouri ; Secretary, Mrs. Marie Starr. Fidel- 
ity National Bank, P. O. Box 8308, Fort 
Lauderdale. Florida; Treasurer, Olive M. 
Porter. 11 Stockwell Road, Edgemoor Terrace, 
Wilmington 3, Delaware. 

3. The known bondholders, mortgagees, and 
other security holders owning or holding one 
per cent or more of total amount of bonds, 
mortgages, or other securities are: (None). 


4. Paragraphs 2 and 3 include. in cases 
where the stockholder or security holder ap- 
pears upon the books of the company as trus- 
tee or in any other fiduciary relation, the 
name of the person or corporation for whom 
such trustee is acting; also the statements in 
the two paragraphs show the affiant’s full 
knowledge and belief as to the circumstances 
and conditions under which stockholders and 
security holders who do not appear upon the 
books of the company as trustees, hold stock 
and securities in a capacity other than that 
of a bona fide owner. 


5. The average number of copies of each 
issue of this publication sold or distributed, 
through the mails or otherwise, to paid sub- 
scribers during the 12 months preceding the 
date shown above was: (This information is 
required from daily, weekly, semi-weekly, and 
tri-weekly newspapers only.) 

Shirley Englund 
Editor 


Sworn to and subscribed before me this Ist 
day of October, 1959. 
Martha E. Morrison 


(My commission expires June 16, 1960) 








REQUEST FOR ADDRESS OR NAME CHANGE 
FOR MAGAZINE MAILING 


Former Name 
New Name 
Chapter 


Former Address 


New Address 


Please mail to: The National Secretaries Association (International) 
1103 Grand Avenue, Kansas City 6, Missouri 


CPS EXAMINATION 
‘DEADLINES 


DECEMBER 1 


Final date on which applications 
addressed to the Qualifications Com- 
mittee will be accepted. This affects 
all new applicants. 


FEBRUARY 1 


Final date for acceptance of re- 
take fees. 


DEADLINE FOR NEW 
TAKE FEES 


Ten days after date of letter from 
Qualifications Committee chairman 
stating that the applicant has been 
accepted and is qualified to take the 
examination. 


FEBRUARY 20 


Final date for withdrawal from 
the examination with full refund. 
Later withdrawal will mean partial 
forfeiture of fees. 


MAY 6 AND 7 


CPS Examination. 





DATES 


to <r 
NV) 
a 





Great Lakes District Conference 
Hostess: Marquette Chapter 
Place: Hotel Pere Marquette 
Peoria, Illinois 
Time: October 23-25, 1959 
Northeastern District Conference 
Hostess: Flower City Chapter 
Place: Manger Hotel 
Rochester, New York 
Time: October 2-4, 1959 
Northwestern District Regional 
Meetings 
Region I 
Hostess: Olympia Chapter 
Place: Olympian Hotel 
Olympia, Washington 


Time: October 30-November 1, 
1959 
Region II 
Hostess: Sal-Ute Chapter 
Place: Hotel Utah 
Salt Lake City, Utah 
Time: October 2-4, 1959 


Region III 
Hostess: Tall Corn Chapter 
Place: Hotel Chieftain 
Council Bluffs, Iowa 
Time: October 23-25, 1959 
Southeastern District Conference 
Hostess: San Juan Chapter 
Place: San Juan Intercontinental 
Hotel 
San Juan, Puerto Rico 
Time: October 23-25, 1959 
Southwestern District Regional 
Meetings 
Arkansas-Oklahoma-Kansas- 
Missouri 
Hostess: Little Rock Chapter 
Place: Marion Hotel 
Little Rock, Arkansas 
Time: October 9-11, 1959 
California-Arizona-New Mexico 
Hostess: San Diego Chapter 
Place: El Cortez Hotel 
San Diego, California 
Time: October 23-25, 1959 
Texas-Louisiana 
Hostess: Trinity Chapter 
Place: Texas Hotel 
Fort Worth, Texas 


Time: November 6-8, 1959 
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things 
to 
remember 



















. The value of time. 
. The success of perseverance. 
. The pleasure of working. 
. The dignity of simplicity. 
. The worth of character. 
. The power of kindness. 
. The influence of example. 
. The obligation of duty. 
. The wisdom of economy. 
. The virtue of patience. 
. The improvement of talent. 
. The joy of originating. 


— Marshall Field 





